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3 Types of 
Users in Zotec

ÅRegistration User ςCan Check-in and Check-
out a Patient. Cannot access the Vaccination 
Administration or Vaccine Documentation

ÅVaccination Administrator ςCan access the 
Vaccination Administration and Vaccine 
Documentation. (This is the medical 
professional delivering the vaccine)

ÅDual Access User ςCan access Check-in, 
Check out, Vaccine Administration and 
Vaccine Documentation.

ÅUser type was assigned by your Hospital. 



These following steps are for the 
Registration Admin user OR the Dual 
Access user. 

¢ƘƻǎŜ ǘƘŀǘ ŀǊŜ ƻƴƭȅ ά±ŀŎŎƛƴŜ 
!ŘƳƛƴƛǎǘǊŀǘƻǊǎέ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ŀŎŎŜǎǎ 
the screens covered in this document.

Please review the document for Vaccine 
Administrators.



Login at 
https://checkin.coronavirus.in.gov

If you do not have login access, your 
hospital can request it for you.

If your hospital did so, the email to create 
an account comes from. 
reply@zotecpartners.com

User accounts take 1 hours to sync so 
please create your account before you 
start your work. 

https://checkin.coronavirus.in.gov/
mailto:No-reply@zotecpartners.com


Your location appears here    Ą

What to check before proceeding:
VLocation is correct
VDate is correct



You can change your location here.



You can change your location here by typing! The 
drop-down function works with what it typed in this 
box!



Å You should see the list of 
patients that have started 
their registration to be test 
that day.

Å Some will be in the 
STATUSέwegisteredέ which 
means they filled out all 
the registration questions 
and consents before-hand
and will just need their 
information verified and to 
be checked in.

Å If they are ά¦ƴǊŜƎƛǎǘŜǊŜŘΣέ 
then you will need to see 
what questions were 
missed and complete the 
process.  



ÅClick on the patient 
that you want to
CHECK-INto access 
the PATIENT 
INFORMATION 
SCREEN



A new screen will open and will 
show you the "Patient Information" 

Complete the following by selecting
ά9ŘƛǘέΥ

VDemographics
VAdditional Demographics
VMedical Insurance

Information
VConsents



Address

Å¢ȅǇŜ ǎǘǊŜŜǘ ŀŘŘǊŜǎǎ ƻƴ ά{ǘǊŜŜǘ !ŘŘǊŜǎǎέ

ÅCƻǊ ŀǇŀǊǘƳŜƴǘΣ ōǳƛƭŘƛƴƎΣ ǎǳƛǘŜΣ ƻǊ ŦƭƻƻǊ ƴǳƳōŜǊǎ ǳǎŜ ƭƛƴŜ ά{ǘǊŜŜǘ 
!ŘŘǊŜǎǎ /ƻƴǘΦέ

Å¢ȅǇŜ ȊƛǇ ŎƻŘŜ ƛƴ ά½ƛǇ /ƻŘŜέ

ÅCounty will auto populate ςIf it does not please verify zip code.  
Some zip codes that share a city/town may need to be manually 
entered



When you are complete you will 
see the green check mark in the 
corner



/ƻƳǇƭŜǘŜ ά!ŘŘƛǘƛƻƴŀƭ 5ŜƳƻƎǊŀǇƘƛŎǎέ



{ŜƭŜŎǘ ά9Řƛǘέ ŦƻǊ Medical 
Insurance. By law, no patient will 
be billed for a vaccine. 

There is no need to completethe
DENTAL or VISION INSURANCE



Complete fields or select Continue Without Insurance 
No patient will be billed for a COVID Vaccine. 

Å You will see optional carriers once you start 
typing

Å Leave Dental and Vision Insurance as self-pay

Å Collect the patients Medical Insurance is 
available

Å Patients WILL NOT be charged 

Å IDOH will bill insurance and reimburse 
vaccination locations on the back end.



{ŜƭŜŎǘ ά/ƻƳǇƭŜǘŜ /ƻƴǎŜƴǘǎέ
{ŜƭŜŎǘ ά/ƻƭƭŜŎǘ aŀƴǳŀƭƭȅέ



What you need:

V tŀǘƛŜƴǘΩǎ bŀƳŜ
V Relationship 
V Accepted Consent for vaccination
V Acknowledgement of Privacy 

Practices



A check mark 
will be visible 

once 
completed.



ÅIf you do not see the patient use the search bar at the top to find them in the system. 

ÅThey may have scheduled at the wrong location or a different date.

ÅExhaust the search options to be sure to not create 2 of the same user in the system

ÅSearchby:

ÅPhone number

ÅFirst name

ÅLast name (Askfor the correctspelling)

ÅDOB





{ŜƭŜŎǘ άtŀǘƛŜƴǘ 
LƴǘŀƪŜ CƻǊƳέ ƛƴ ǘƘŜ 
yellow oval



Continue to complete fields 
ǳǎƛƴƎ ǘƘŜ ά9Řƛǘέ .ǳǘǘƻƴ

Å{ŜƭŜŎǘ ά9Řƛǘέ

ÅComplete Fields

Å{ŜƭŜŎǘ ά{ŀǾŜέ





Once both forms have the 
check mark you can select 
άwŜǘǳǊƴ ǘƻ !ǇǇƻƛƴǘƳŜƴǘέ



Though the patient 
is now Registered.

Before we are able 
toά/ƘŜŎƪ-ƛƴέ ǘƘŜ 
patient, we need to 
Update Eligibility.



{ŜƭŜŎǘ ǘƘŜ ǇŀǘƛŜƴǘΩǎ LL{ 
eligibility status

All Adults are "317 
9ƭƛƎƛōƭŜά ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜƛǊ 
insurance status



WE DID IT!!!

We have what we need 
ǿƘŜƴ ǘƘŜ ά/ƘŜŎƪ Lƴέ 
option is available

Select Check In and 
verify information 
before completing



Verify with the information with the Patient 
and check the boxes.



NEXT: The patient will move to the 
vaccination station to receive the vaccine 
and the Vaccine Administrator will 
ŎƻƳǇƭŜǘŜ ǘƘŜ ά5ƻŎǳƳŜƴǘ ±ŀŎŎƛƴŀǘƛƻƴέ 
Steps. All document vaccination steps 
MUST BE completed by the person 
administering the vaccine. 

ÅThose individuals who are DUAL Users  
ǿƛƭƭ ǎŜŜ ŀ ά5ƻŎǳƳŜƴǘ ±ŀŎŎƛƴŀǘƛƻƴέΦ  ¢ƘƻǎŜ 
that are not will not be allowed to select 
this option.  

Åά5ƻŎǳƳŜƴǘ ±ŀŎŎƛƴŀǘƛƻƴέ ǿƛƭƭ ōŜ 
selected once the vaccine has been 
administered.

ÅIf the vaccinator only has vaccination 
access the patient will only appear on 
their screen once the patient has been 
checked in on the registration side.

REGISTRATION IS DONE!!



What if You Could NOT 
find the Patient?


